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the same identifying information need
not be included in the request for ac-
cess if a reference is made to that prior
correspondence, or a copy of the re-
sponse to that request is attached.

(3) The request should state whether
the requester wants a copy of the
record, or wants to examine the record
in person.

§2606.202 OGE or other agency action
on requests.

A response to a request for access
should include the following:

(a) A statement that there is a record
or records as requested or a statement
that there is not a record in the system
of records;

(b) The method of access (if a copy of
all the records requested is not pro-
vided with the response);

(c) The amount of any fees to be
charged for copies of records under
§2606.206 of this part or other agencies’
Privacy Act regulations as referenced
in that section;

(d) The name, title, and telephone
number of the official having oper-
ational control over the record; and

(e) If the request is denied in whole
or in part, or no record is found in the
system, a statement of the reasons for
the denial, or a statement that no
record has been found, and notice of
the procedures for appealing the denial
or no record finding.

§2606.203 Granting access.

(a) The methods for allowing access
to records, when such access has been
granted by OGE or the other agency
concerned are:

(1) Examination in person in a des-
ignated office during the hours speci-
fied by OGE or the other agency;

(2) Providing photocopies of the
records; or

(3) Transfer of records at the option
of OGE or the other agency to another
more convenient Federal facility.

(b) When a requester has not indi-
cated whether he wants a copy of the
record, or wants to examine the record
in person, the appropriate system man-
ager may choose the means of granting
access. However, the means chosen
should not unduly impede the data sub-
ject’s right of access. A data subject
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may elect to receive a copy of the
records after having examined them.

(c) Generally, OGE or the other agen-
cy concerned will not furnish certified
copies of records. When copies are to be
furnished, they may be provided as de-
termined by OGE or the other agency
concerned.

(d) When the data subject seeks to
obtain original documentation, the Of-
fice and the other agencies concerned
reserve the right to limit the request
to copies of the original records. Origi-
nal records should be made available
for review only in the presence of the
appropriate system manager or his des-
ignee.

NOTE TO PARAGRAPH (d) OF §2606.203: Sec-
tion 2071(a) of title 18 of the United States
Code makes it a crime to conceal, remove,
mutilate, obliterate, or destroy any record
filed in a public office, or to attempt to do
S0.

(e) Identification requirements—(1) Ac-
cess granted in person—(i) Current or
former employees. Current or former em-
ployees requesting access to records
pertaining to them in a system of
records may, in addition to the other
requirements of this section, and at the
sole discretion of the official having
operational control over the record,
have their identity verified by visual
observation. If the current or former
employee cannot be so identified by
the official having operational control
over the records, adequate identifica-
tion documentation will be required,
e.g., an employee identification card,
driver’s license, passport, or other offi-
cially issued document with a picture
of the person requesting access.

(i1) Other than current or former em-
ployees. Individuals other than current
or former employees requesting access
to records pertaining to them in a sys-
tem of records must produce adequate
identification documentation prior to
being granted access. The extent of the
identification documentation required
will depend on the type of records to be
accessed. In most cases, identification
verification will be accomplished by
the presentation of two forms of identi-
fication with a picture of the person re-
questing access (such as a driver’s li-
cense and passport). Any additional re-
quirements are specified in the system
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